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OFFICE OF BORDER HEALTH810  -

State of Texas
Records Retention ScheduleAPPROVED 9/3/2002 11/5/03

1.1.006 5674 COMPLAINT FILES AC+2 AC+2 O P AC=FINAL DISPOSITION OF THE COMPLAINT

1.1.007 5487 CORRESPONDENCE, ADMINISTRATIVE 3 3 O R P X

1.1.008 5675 CORREPONDENCE - GENERAL 1 1 O O PAPER, ELECTRONIC

1.1.010 1458 DIRECTIVES US+1 US+1 O P

1.1.011 1461 EXECUTIVE ORDERS US+3 US+3 O A P X

1.1.013 1462 ITINERARY INFORMATION CE+1 CE+1 O O X PAPER, ELECTRONIC

1.1.020 1463 OPEN RECORDS REQUESTS-APPROVED AC+1 AC+1 O P AC=REQUEST FULFILLED

1.1.023 5681 ORGANIZATION CHARTS US US O A P

1.1.025 1465 POLICY AND PROCEDURES MANUAL US+3 US+3 O R P X

1.1.038 1469 REPORTS, STUDIES & SURVEYS - FINAL AV AV O R O PAPER, ELECTRONIC

1.1.040 1467 REPORTS & PAPERS - CONFERENCE 2 2 O R P

1.1.040 5485 SPEECHES 2 2 O R P

1.1.043 5684 TRAINING MATERIALS US+1 US+1 O O VIDEOTAPES

1.1.057 1595 TRANSITORY INFORMATION AC AC O O PAPER, ELECTRONIC/AC=PURPOSE OF RECORD 
HAS BEEN FULFILLED.

1.1.063 5673 MEETING MINUTES/NOTES - STAFF 1 1 O P

1.1.064 3990 PERFORMANCE MEASURES DOCUMENTATION FE+3 FE+3 O P X

1.1.065 1468 REPORTS, STUDIES & SURVEYS - RAW DATA AV AV O O PAPER, ELECTRONIC

1.1.069 5486 REPORTS - EMPLOYEE 1 1 O P

1.2.005 1473 RECORDS RETENTION SCHEDULES US US O P

1.2.012 1475 RECORDS INVENTORY WORKSHEETS US US O P

RETENTION CODES (Field 7)

  *   - All Audit Requirements

AC - After Closed, Terminated,
         Will Be Met

        Completed, Expired, Settled

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset
MO - Months
PM - Permanent
US - Until Superseded

MEDIUM CODES (Field 10)

M - Microfilm
C - Computer Print-Out
E - Electronic
O - Other  (Specify in Field 12)

P - Paper

ARCHIVAL CODES (Field 9)

I - Retain in Agency
R - Review by State
O - Other  (Specify in Field 12)

A - Transfer to State

SECURITY  CODES (Field 8)

C- Confidential
O - Open Record

VITAL  CODES  (Field 11)

Indicate with an X

AV - As Long As Administratively
        Valuable
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OFFICE OF BORDER HEALTH810  -

State of Texas
Records Retention ScheduleAPPROVED 9/3/2002 11/5/03

1.3.001 5682 AGENCY PUBLICATIONS US+5 US+5 O P FOR NEW PUBLICATIONS PRINTED AT HHS 
PRINTING, HHS PRINTING SENDS COPIES TO STATE 
PUBLICATIONS CLEARINGHOUSE/TDH LIBRARY.  
FOR NEW PUBLICATIONS PRINTED ELSEWHERE, 
COPIES ARE SENT TO BUREAU OF RESOURCE 
MANAGEMENT (HHS PRINTING) FOR DISTRIBUTION 
TO CLEARINGHOUSE/LIBRARY.

2.1 2999 Y2K PROBLEM-SOLVING DOCUMENTATION 6 6 O O PAPER, ELECTRONIC

3.1.001 1596 APPLICATIONS FOR EMPLOYMENT-NOT HIRED 2 2 O P MAY CONTAIN CONFIDENTIAL INFORMATION

3.1.014 1476 EMPLOYEE SELECTION RECORDS 2 2 O P X

3.1.018 5686 GRIEVANCE RECORDS AC+2 AC+2 O P X MAY CONTAIN SOME CONFIDENTIAL INFORMATION / 
AC=FINAL DECISION ON GRIEVANCE

3.1.019 1478 PERFORMANCE JOURNALS 2 2 O P

3.1.020 1479 PERFORMANCE ADVISEMENT FORMS/ 
PERSONNEL CORRECTIVE ACTION 
DOCUMENTATION

AC+5 AC+5 O P MAY CONTAIN CONFIDENTIAL INFORMATION. 
AC=TERMINATION OF CORRECTIVE ACTION.

3.1.021 1480 PERSONNEL DISCIPLINARY ACTION 
DOCUMENTS

AC+5 AC+5 O P X MAY CONTAIN CONFIDENTIAL INFORMATION      
AC=TERMINATION OF EMPLOYMENT

3.1.022 1481 PERSONNEL INFORMATION OR ACTION FORMS 2 2 O P CONVENIENCE COPY

3.1.023 1482 POSTION/JOB DESCRIPTIONS US+4 US+4 O P X

3.1.034 5687 RESUMES - UNSOLICITED 1 1 O P

3.2 3820 PAYROLL WARRANT LISTINGS 1 1 O P

3.2.002 5688 EMPLOYEE EARNINGS RECORDS WITHIN 
BUDGET

4 4 O C X

3.2.002 5689 EMPLOYEE EARNINGS RECORDS WITHIN 
PROGRAM

4 4 O C X

3.2.006 1484 WAGE RATE TABLES 2 2 O P

RETENTION CODES (Field 7)

  *   - All Audit Requirements

AC - After Closed, Terminated,
         Will Be Met

        Completed, Expired, Settled

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset
MO - Months
PM - Permanent
US - Until Superseded

MEDIUM CODES (Field 10)

M - Microfilm
C - Computer Print-Out
E - Electronic
O - Other  (Specify in Field 12)

P - Paper

ARCHIVAL CODES (Field 9)

I - Retain in Agency
R - Review by State
O - Other  (Specify in Field 12)

A - Transfer to State

SECURITY  CODES (Field 8)

C- Confidential
O - Open Record

VITAL  CODES  (Field 11)

Indicate with an X

AV - As Long As Administratively
        Valuable
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OFFICE OF BORDER HEALTH810  -

State of Texas
Records Retention ScheduleAPPROVED 9/3/2002 11/5/03

3.3 1483 TRAINING SUPPORT DOCUMENTATION AC+2 AC+2 O O AC=COMPLETION OF CLASS. PAPER AND 
ELECTRONIC.

3.3.015 1488 POSITION/JOB CLASSIFICATION REVIEW FILES US+3 US+3 O P CONVENIENCE COPY

3.3.020 5690 WORK SCHEDULES/ASSIGNMENTS 1 1 O O PAPER, ELECTRONIC

3.3.023 1472 TRAVEL AUTHORIZATION REQUESTS FE+3 FE+3 O P

3.4 5692 TIME & LEAVE REPORTS FE+3 FE+3 O C

3.4.002 1489 LEAVE STATUS REPORTS FE+3 FE+3 O C X

3.4.004 5693 COMPENSATORY TIME AUTHORIZATION 2 2 O P

3.4.007 5691 DAILY ABSENCE REPORTS FE+3 FE+3 O O PAPER, ELECTRONIC

3.4.007 5694 TIME OFF AND/OR SICK LEAVE REQUESTS FE+3 FE+3 O O PAPER, ELECTRONIC

4.2.004 5695 REQUEST FOR REQUISITIONS FE+3 FE+3 O O PAPER & ELECTRONIC

4.5 5697 SUMMARY OF EXPENDITURE ALLOCATIONS BY 
PROGRAM

FE+3 FE+3 O C

4.5 5698 SUMMARY OF SALARY EXPENSE ALLOCATION 
BY EMPLOYEE

FE+3 FE+3 O C

4.5 5699 SUMMARY OF SALARY EXPENSE ALLOCATION 
BY PROGRAM

FE+3 FE+3 O C

4.5.006 5700 ANNUAL OPERATING BUDGETS FE+3 FE+3 O P

5.1.001 5701 CONTRACTS AC+4 AC+4 O P X

5.1.003 1490 DELIVERY REPORTS 2 2 O P

5.1.004 1457 MAIL AND TELECOMMUNICATIONS LISTINGS US US O P

5.1.004 5702 MAILING LISTS US US O O PAPER, ELECTRONIC

5.2 5704 WORK REQUESTS 1 1 O P

RETENTION CODES (Field 7)

  *   - All Audit Requirements

AC - After Closed, Terminated,
         Will Be Met

        Completed, Expired, Settled

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset
MO - Months
PM - Permanent
US - Until Superseded

MEDIUM CODES (Field 10)

M - Microfilm
C - Computer Print-Out
E - Electronic
O - Other  (Specify in Field 12)

P - Paper

ARCHIVAL CODES (Field 9)

I - Retain in Agency
R - Review by State
O - Other  (Specify in Field 12)

A - Transfer to State

SECURITY  CODES (Field 8)

C- Confidential
O - Open Record

VITAL  CODES  (Field 11)

Indicate with an X

AV - As Long As Administratively
        Valuable
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OFFICE OF BORDER HEALTH810  -

State of Texas
Records Retention ScheduleAPPROVED 9/3/2002 11/5/03

5.2.004 5705 BUILDING SPACE REQUESTS 1 1 O P

5.2.011 5706 EQUIPMENT WARRANTIES AC+1 AC+1 O P

5.2.017 5707 LOST AND STOLEN PROPERTY GOODS FE+3 FE+3 O P

5.2.019 5708 SERVICE ORDERS 1 1 O P

5.2.023 5709 PROPERTY TRANSFERS FE+3 FE+3 O P

5.3 1058 PROCUREMENT CARD PURCHASES 
SUPPORTING DOCUMENTATION

FE+4 FE+4 O P

5.3.007 1492 BID DOCUMENTATION FE+3 FE+3 O P

5.3.008 1493 PURCHASING LOGS FE+3 FE+3 O P

5.4.001 5711 ACCIDENT REPORTS - INDIVIDUAL CE+5 CE+5 O P X

5.5.001 1494 BILLING DETAIL - TELECOMMUNICATIONS FE+3 FE+3 O P

RETENTION CODES (Field 7)

  *   - All Audit Requirements

AC - After Closed, Terminated,
         Will Be Met

        Completed, Expired, Settled

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset
MO - Months
PM - Permanent
US - Until Superseded

MEDIUM CODES (Field 10)

M - Microfilm
C - Computer Print-Out
E - Electronic
O - Other  (Specify in Field 12)

P - Paper

ARCHIVAL CODES (Field 9)

I - Retain in Agency
R - Review by State
O - Other  (Specify in Field 12)

A - Transfer to State

SECURITY  CODES (Field 8)

C- Confidential
O - Open Record

VITAL  CODES  (Field 11)

Indicate with an X

AV - As Long As Administratively
        Valuable


